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TO : Bxecutive DATE:

FROM : Acting Management Officer

SUBJECT: Survey of Procedures and Organization of Services Office.

l. Boope of Survey:

At the request of the Services Officer, a detailed survey of the
operations, records, and organization of the Services Office was in-
stituted approximately 18 Jamuary 1949. Within the course of the

survey, officlals of operating offices were consulted on particular
problems.

24 Obgectivés of the Management Office Survey:

a. Provide faster, better, and less costly service to the Agencye.

be Relieve operating personnel within the Agency of extraneous
duties imposed on them by Services Office procedures.

ce Reduce the work performed within Services Office without im-
pairment of service to such extent that some positions presently
authorized can be eliminated.

de Reduce the number of forms used, files maintained, reports
compiled, and records completed.

3. Findingss
8« The Services Office is rendering adequate services support to

CIA operation. The supervisors have & good concept of their respon=-

sibilities. Both the supervisors and employees of Services Office
indicate a willingness and desire to serve.

be BSince the first of the year, the officials of the Services

" © 1 Office have been critically reviewing their operation toward the ob-
jectives of simplifying operations, effecting economies, and provid-
igg better service. This action on the part of Services Office hasg

© rgsulted in the following improvementss
~ |

O v ::8 ?5 (1) Rental of a larger garage which reduces workload of the
Q 2yl & Trensportation Division and provides better cere for CIA motor
() . ~ vehicles.
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i NP (2) Physical transfer of Mimeographing and Finishing Unit

e of Reproduction Division to the basement of North Building.
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This action provides needed space at "H" Street reproduction
plant and facilitates the duplicating, collating and distribu-
ting of some CIA issuances. It also eliminates a costly paper
delivery operation.

(3) Rewarehousing of the_ This should

facilitate the supply maintenance and supply issuance activities.

(4) Recruitment of an Electronics Engineer who can give
technical advige on communicatiocns procuremente.

(5) Recovery of property mot being utilized in operating
offices.

(6) Some simplification of procedures, forms, reports, and
records. (Action taken is set forth in Appendices I through VI
attached to this report.)

(7) New table of organization providing for a reduction of
14 positionse.

ce On the whole, Services Office has amicable and satisfactory
relationships with other segments of CIA. However, the controls im-
posed on Services 0ffice by other segments of (CIA, together with
poor clarification of relationships and poor communication between
Services Office and other parts of CIA, create major problems in Serv-
ices Office operations:

(1) Communications Activitye. = Only recently has Services
Office assumed responsibility for communications equipment, ware-
housing and procurement. Duplication of effort between these
activities needs to be eliminated and clearcut responsibilities
established, {borply secomphished - AdB Y

(2) Major changes within CIA. = Services Office should be
notified as far in advance as possible to provide services for
new CIA activities, for major moves in CIA field installations,and
for day-by-day service to CIA operating officese

(3) Security. - CIA security regulations impose a hardship
on Services Office because of the extensiveness of Services Of=
fice physical establishments and the s ervices rendereds. Close
contact should exist between Services and Security to facilitate
compliance with CIA security requirements.

(4) Covert Operations. = Many overt umits of Services Of=-
fice are called on to assist covert activities. No clear divi-
sion has been made between what is handled by Covert Branch and
that handled by Overt Branche This needs clarification.

(pod beciq >cconylisned e d w«[ﬂama ated — a08)

(5) Books and Periodicalse = OCD control has caused diffi=-
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culties and additional work in procurement of this type of item.

(6) Budget and Fiscal Controls. = Prior encumbrance of all
purchases, GPO reproduction, and contracts slows down the opera=
tion. Other Budget controls add to the work of the Services Of=
fices

de HMajor Defects:

(1) The Services Office is over-staffed in some of its activi-
tiese

(2) Despite recent simplification, too many controls, records, \
forms and files exist. lMany ummumbered forms are used. (fre be»,,'“1 d.mm;kJ—9”$

(3) Services Office conirols, particularly property control,
impose an unnecessary burden on operating officess ( Hre anjequma4mijﬁQﬁ>

(4) Service on procurement and contract requests is slowed
down by unnecessary controls and reviewse (Is M‘nTcarmckJ-ékﬁﬁ)

(5) Responsibilities and authorities have not been delegated,
to the extent compatible with the grade-levels and qualifications
of supervisory personnele. (f@m7 1mfkwewﬂd -

(6) The desirability of providing each official with an ag=-
sistant is questioned.

(7) The orgenization of the Office is overly sub=divided.
This results in too many supervisory personnel and too many con=-
trols and reviews before action can be taken.

4+ Recommendations:

ae« Property control records be centralized in Supply Division and
merged with inventory records. Thefeasibility of utilization of machine
records be explored. The operating offices be relieved of responsibility
for keeping property records. An officer for each building (preferably)
or each organization be charged with full services responsibility.‘ﬁhm1lmthmAé
U,
be A building supply room be established for each CIA building, whes fwuc,
from which commonly used expendable items can be dispensed.
(BQmﬁ IwPle\Ma“kc{—a-r@Q)
ce The processing of procurement and contract requests be speeded
up by elimination of controls and reviews. (Bung (m}ﬂcman -

de A program of stock standerdization be instituted and carried
forward on a continuing basise (fadwted - Mqut s essushucr—ﬂﬁc\dl)
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os The suggestion of Services Office to negotiate a contract for

purchase of periodical subscriptions and possibly books, be implement-

ede Cﬂ).5 IS & Sabisvs Pmb(e. - H &Fwafﬂ ohodyy wae be requrked 4o resolve dLLNQS
Jared aygease 14 FMSUI“; {Lwrmulu-rcs dov Fuvcdlul sud besk Pamc hoses - }.@@)

f+ The Reproduction Division be reorganized to reflect physizal
location of activities.

ge A safety engineer be provided on General Services Divisiongff'
teble of organization to serve as accident and fire prevention specialist
for the Agency. -

he The Reproduction Division absorb the reproduction operation now °

carried on by operating offices in "M" and "Q" Buildings with)eﬁception
of Current Staff, ORE. Chmﬂewcuﬂé weth Wgwf sussteuce — ﬁkﬁd

i. Procedures, forms, controls, files and records be simplified
as suggested in Appendices I through VI.

js Washington officials visit field offices of the Bureau of Fed-
eral Supply to arrange for better satisfaction of field office noeds.

Thig action is suggested to preclude the we=d to supply field offices
#gsmm,, Shonld b dove = gl shody iy b reuned
W-d-\., € NETesSANy mctease +Lield o e rtH"f cash Tfu—nclxs—g

kX. The present table of organization of Services O°fice be reducsd
tol positions. A new reproduction section of 1l positions be estab-
lished, making a total T/0 of —positions. The reductions to be made

are set forth in APPendix,"A"W(JLbﬁﬂ“N§hmﬂ*éLﬁms w ¥ Seburcas Oftece hos 1acreased

Fhe bfal o do Pl pasiios — HOE )

l. Duplication of reviews, files, records and activity between the .
Services Officer and the Overt Deputy Services Officer be reduced to a
minimum consistent with operational need. _Beng !umwvﬁ«J*'

me The changes suggested throughout the survey be schedulod for
implementation.

ne. After suggested changes are effected, the outstanding administra-
tive issuancss be rewritten to reflect the changes.

0. HManagement Office followup on suggested changes by 1 September
1949, (Fg([m.u.? of ’RQ?%O&U(L% Do dud (porehoose o ba {‘mple"’qcl b"‘l .la':(u-»-n-»

5 Changes Effected "During" the Survey?

a. Property Control Division was abolished and property records
are being centralized in Supply Division.

be A building supply room was opened and is now operating in "L"
and North Buildings.

ce Procedures, forms and records were simplified. (See Appendices
I through VI.)
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d. Program of stoclk standardization instituted for files and
filing equipment. Review of unusual procurement requests has been
establishede

6. Appendices Describing Detailed Findings and Conclusions are At-
tached:

A = Recommended Table of Orzanization
I « Transportation Division
II - Property Control and Supply Procedures
III = Procurement Section, Supply Division
IV - Contract Section, Supply Division
V = General Services Division

VIl =~ Reproduction Division
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